
EIS Student Event Programmer 
 
The EIS Event Programmer (EP) is the programming arm of Ethnic and Intercultural Services Department. 
EV’s organize monthly programs under the three E’s (explore, engage and empower) and Cultural Graduate 
Celebrations. EP’s create community through their programs and management of the department office. EP’s 
play a central role in researching, planning, and execution of events and are responsible for providing 
leadership to ensure that LMU is a welcoming space for students from diverse backgrounds. EV’s schedule 
work hours in the EIS Department to provide crucial support for the management of office and suite 
operations.  
 
Responsibilities & Expectations  
1. Under the guidance of an EIS professional staff, the event programmer researches topics for specific 
population in order to assist in planning and implementation of programs.  He or she is expected to attend 
programs and activities that aim to create community and support the development of the whole person. (i.e. 
holiday celebrations, EIS Community Dinners, EIS Cultural Celebrations, EIS Heritage Months, Movie 
Programs, etc.) 
2. Support the planning and implementation of educational programs designed to facilitate cultural, ethnic 
identity development as well as intercultural competence that are connected with a series of learning oriented 
based programs. 
3. Participate in mandatory trainings, starting in mid-August before fall classes begin, and assist with 
Orientation and Welcome. No exceptions will be granted unless an emergency arises. 
4. Participate in the off-campus, weekend Intercultural Retreat in Nov. 2014.  
6. Serve as a liaison between the specific office and Leadership Roundtable, composed of Presidents and 
Vice-Presidents, to nurture collaborative efforts and share a common vision. 
7. Assist office staff and student groups in promotion and execution of events and programs. 
8. Design, produce, and distribute announcements, invitations, posters, and banners.  
9. Help in data input and office achieving. Compile and generate surveys and assessments for the enhancement 
of the office  
10. Represent the EIS department during outreach events such as Scholars Day, Overnight, Preview Day 
and Open House 
11. Serve as a student advocate for students and support the efforts of the entire intercultural community 
Provide support for and attend University events (i.e. MLK Interfaith, Cesar Chavez, Tunnel of Oppression 
and Hope, etc.)  
12. Submit schedule each block and maintain regular office hours. Provide office coverage and answer phones 
when needed.  
13. Uphold high standards and live in accordance with the policies outlined in the EIS Policies and Procedures 
and the Student Employment Policies.  Failure to do so may result in job action including dismissal. 
14. Immediately report work-related progress and problems/concerns to the EIS professional staff.  
15. Other duties as assigned. 
 
Qualifications 
1.Minimum 2.5 cumulative and major GPA at the time of application and throughout the recruitment and 
employment term. 
2. Must be available for all trainings, and able to work both fall AND spring semesters. 
3. Commitment to diversity education and social justice. 
4. Excellent oral and written communication skills, including public speaking.  
5. Strong organizational and leadership skills  
6. High-energy team-player and ability to work independently  
7. Familiarity with Microsoft Office (Word, Excel, Publisher) and graphic/website design are also preferred. 
8. Completion of at least one semester as a full-time student at LMU by the start of appointment. 
9. Commitment to serving in the position for one complete academic year. 
10. Federal work-study preferred.   
11. No other campus jobs  
 



EIS Student Event Programmer 
 
Compensation  
On average, the EP works up to 10 hours per week. Some evening and weekend hours required. The EP is 
paid hourly according to the LMU’s Student Employee Pay Scale set by Payroll. 
 

 
 


